KENTUCKY Request for Merit Hiring Action

PEEE?.#S“ -Full Process Information and Instruction -

Pursuant to Chapter 18A and Personnel regulations, the Personnel Cabinet reviews all agency actions submitted
through the Kentucky Human Resource Information System (KHRIS). For hiring actions involving merit
(classified) positions, an additional review and preliminary approval is required prior to making any requests
through the Career Opportunities System (COS).

EXCEPTION: This process and requirement only applies to agencies that fall within KRS Chapter 12 and 18A,;
however, it should be noted that the following agencies are specifically excluded.
e Legislative Research Commission (LRC) County Clerks and Sheriff’s Offices
General Assembly Property Valuation Administrators (PVAS)
Administrative Office of the Courts (AOC) KRS Chapter 16
Judicial Form Retirement Systems Dept of Ed- Adult & Tech Education
Personal Service Contractors (PSCs) Constitutional Offices
100% Federally Funded positions 100% Grant Funded positions

AGENCY - Process for Completing and Submitting the Request

When an agency determines that a merit position must be filled, the agency Human Resource (HR)
Administrator should complete the Request for Merit Hiring Action form, available on the Personnel
Cabinet’s HR website under Resources/Forms-M “Merit”. Instructions for completing, saving, and titling the
request form are also available there. Please be sure to complete the form as instructed, otherwise it will be
returned without review.

MULTIPLE POSITIONS: If multiple positions with the same job title which will result in a single COS
request are being requested, those additional positions numbers may be included on a single request
form (all listed in the Position Number field). If separate COS requests will result, separate Business
Requests and forms must be submitted.

NOTE: If the position is new and does not currently exist, the agency HR Administrator should establish the
position within KHRIS in order to obtain a valid position number. The Request for Merit Hiring Action should
not be submitted until the establishment is approved in KHRIS.

Once the request form is complete, the agency HR Administrator should access the Personnel Cabinet’s HR
website to submit a Business Request.

The Business Request Form should be completed as prompted.
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https://hr.personnel.ky.gov/Pages/Forms-M-P.aspx
https://hr.personnel.ky.gov/_layouts/15/TFSBRWebForm/BusinessRequest.aspx

Business Request Form

Give a short title to help you keep track of future communications *
Please enter your full name *
Email address at which you want to be contacted? *

Phone Number *

DO NOT enter sensitive data such as 55N or DOB to this fisld.

§ 30008249 Accountant IT |

IStephanie Carpenter

|
I Stephaniel.Carpenter@ky.gov |
|

| s64-6616

 —

Mext '

» The valid position number and job title should be used as the title of the Business Request.

Once finished completing the remaining fields, click NEXT.

| Business Request Form

Which agency does thes request conceen?

IGOLATIVE BRANCH

__SECHLTANY OF BIATY
ATE THEAN
MBS OF HOME NIPLCTORS

Jein

NORITY ENMOW LAY
COMMUNTTY NORPAONT 00K MW

» Once the agency for which this request applies is selected, click NEXT.

‘ Business Request Form

‘ What is your business responsibility?

Agency HR Lizison

===1 Financial Reporting [rm—

4 Humian Resource Administrator

Insurance Coordinator

Performance Evaluation Liaison

» ldentify your business responsibility, and

Time Administrator
Time Kesper
Time Repaorting

then click NEXT.
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‘ Business Request Form

‘ 1need support with... Err—

i Clasy/!

Request for Marit Hiring Action
Time Management
Other

Organizational Managemant
Payroll

Performance Management
Parsonnel Administration
Reports Ad hoc

Raports Wage Type

» Select “Request for Merit Hiring Action”, and then click NEXT.

‘ Business Request Form

You may prowae an attacement by selechng he “Ada Attachment” Buthon Deiow and sewecting your He
Tt upoad upee OOl the S it Juter when you are Anghee.

TN ever ety g e 8 I o DOS worm M

» Click ADD ATTACHMENT.

| Business Request Form

In a w¥ort 10 expedite » Imctution 14 powr fegaer!, Dl Drovte a1 Mech detel ;e pom bie i YO Spport reGet Cescrption heloe

Prevoun l | Sutyred Corew '

I pftnrt t5 expertie 8 rears e 45 FIRF TRGARTS, DVRANE JYTRMEE &3 THET St | g pOCKie 1T FT RDSO0rt eyt desTptun b
Yo ey provede an stianmert By teectrg e “ASH Attachmest” Ut beow e seErTrg Yo te
1ok cpaad uper CLEng e Laien | auttas aten you ae fated

10T ew warma N on e T I0 s v s

Please add any supporting documents and click the submit button when finished!
Astachmarel: [ (@@=
Astachmerz2: |
Attachmenre3: [ Jowse. |
Attochmersd: | Irowse.. |
Attachereess: [ sromse. |
Preosa I S I Lavm |

» Click BROWSE to the right of Attachmentl.
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Crgmnire » Hew bolde = 3 ® )
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A '
File name: 32150 30008240 Accountantll v (MBIl - |
° ot |

> Locate and attach the completed request form.

« W Cnmeiser

Business Request Form ]
In o~ ofort 0 exped e 8 eUToN T FT TPGUeT. TReaae oAl s MUY detal! a5 DOTIaNE 1 YO RDOOT teGuett desrTien bewow
Yo MRy provisie an attachire=t Uy srierig Me TAOU ATcTenert!T Dutton beigw ang jeerting your fe

I f LEdd SO0 COUNG INe SO SN when Oy e Insred

Please add any supporting documents and click the submit button when finished!

Attachmentls | [WECiWeosnes #8 25 Weosren ey Sromw.

Attachment2 | Bowte.
Attachmentd | _ Doz, |
Attactenernd; [ _ Boese. |
Attachments; | Boase

> Request form is attached, now click SUBMIT.

Business Request Form

You have successfully submitted your Business Support Request.
Mew Business Request: 34222 RE: 30008249 Accountant [T
To return to the Support Portal CLICK HERE, or simply close your browser.

To submit another Business Request, please CLICK HERE.

Regards,

Your Personnel Cabinet Support Team

The Business Request for requesting a merit hiring action has now been submitted and will be routed
automatically to the Personnel Cabinet Secretary for review. Please make note of the Business Request number

for future correspondence.
New Business Request: 34222 RE: 30008249 Accountant I
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AGENCY - Notification of Request Status

Following review by the Personnel Cabinet Secretary, the HR Administrator (who submitted the request), will
receive an automatic email alert. These will come from SPAlerts, like any other Business request.

A copy of the approved request form is not necessary and will not be provided.

Approved Requests: The email will advise that the request was approved and the agency may proceed with the
hiring action. This means that the COS request can now be submitted. (Please do not submit in advance of this
approval.) Upon receipt, Register Branch staff will access the request to confirm the approved status. Requests
approved by the Personnel Cabinet Secretary are valid for four (4) months from the date of the approval email.
In the event that a position must be reposted, please provide the Business Request (ticket) number in the notes
section of the COS request so the Register Branch is able to verify the previous approval.

RBIEBIBE Requests: The email will advise that the request was not approved and will provide the reason for the
rejection. If it is necessary to resubmit a request, a new Business Request should be created.

Please note that a future email will be received once the Business Request is formally closed. For approved
requests, this will take place as the COS request is processed. Rejected requests are closed monthly, therefore;
emails notifying of their closure will be delayed.
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